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I- OBJECTIVE :

II- DEFINITION :

Shift working :
1*. shift :
2" shift :
3", shift :
Break time : Y hr inclusive working time

Non-shift working :
7:30 - 16:30 p.m
Break time : 01 hour exclusive working time

Total weekly hours work : 40 hrs/week

2.

III - POLICY :

This policy establishes the criteria of
payment for employees who perform work
beyond their normal working hours at the
Company's request which is based on the
current Vietnamese Labour Code.

Overtime (OT) work : work over normal
works hours.

Normal hours now is :

6:00 a.m to 14:00 p.m
14:00 p.m to 22:00p.m
22:00 p.m to 6:00 a.m

Office Staff: the person who perform
clerical, administrative, or managerial duties
or supervisory and work permanently for
ABC.

Production Staff : the person who perform
manufacturing duties on the production line
includes  Production, Quality Control,
Engineering, Warehouse  and  work
permanently for ABC.

Casual Worker
temporary for ABC.

the person who work

Working Schedule: the schedule of normal
working.

Scheduled Day-off : the schedule is ruled by
Company for ABC Staff to be off

Weekly Day-off : the day off per week.
Public Holiday : the schedule of public

holiday is stipulated by the current Labour
Code & the Company regulation.

I- MUiC NiCH :

Nea thieat ladp nhoong tieAu chuain trai thue lao
cho nhain viedn khi lasm viedic ngoaei gioe do
yeau caau cuiia Coang Ty doia theo Luait Lao
foédng hiedn haenh cuiia nééuc Viedt Nam.

I - NONH NGHOA

1. Laem vieic ngoaei gioe : lasm viedic vooit
quau gioe laem vieédc binh thoo6eng.

Gioe lasm viedic binh thodeng lae :

Laom ca:
Cafiaau : 6:00 a.m to 14:00 p.m
Cahai: 14:00 p.m to 22:00p.m

Caba : 22:00 p.m to 6:00 a.m
Giaiii lao : % tieang tinh vaeo gioe laesm vieéc

Khoang laem ca :

7:30 — 16:30 p.m

Giaii lao : 1 tieang khoang tinh vaeo gioe lasm
vieic

Toang soa gioe lasm trong tuaan : 40 gioe

2. Nhaan viean vaén phoeng las nhain viean
lagm cauc coing viedc hasnh chaunh, quaiin
Iyu hoaéc giaum saut vae lasm viedc daei hain
voui ABC.

3. Nhain viean saiin xuaat las nhain viean thoic
hieiin cauc coang viedc trein dady chuyean
sailin xuaat bao goam cauc kieim phaam, saiin
xuaat, kyo so, nhaian viean kho vae lagm viedc
daei hain cho ABC.

4. Nhain viean théei vui : nhain viein laem

viedc taim thoei cho ABC.

5. Thoei bieau lasm vieic : thoei biedu trong gioe
lagm viesic binh tho6eng.

6. Thoei bieau nghze : théei biedu naey fodic
ABC qui ionh cho nhaén viein nghee.

7. Ngaey nghz moii tuaan :
tuaan.

ngaey ngha haeng

8. Ngagy lea : thoei biedu nghz nhoong ngaey lea
theo Luaidt Lao Noéing hiein haenh vae theo
nodi qui cuiia Coang ty.
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1. OT will be applicable for Production Staff
only with the whole of following conditions II1- CHINH SAUCH :

e  The tittle is under supervisory level

e The salary rate under VND
4,000,000 net.

e Be requested by Department
Head’s.

2. OT will not be applicable for Office Staff and
Production Staff at supervisory level.
However, if Office Staff and Supervisory
Production Staff work on Scheduled Day-off
, Weekly Day-off or Public Holidays and is
requested by Department Head, he/she will
be compensated the same duration in
different day which is approved by
Department Head.

3. If Office Staff & Supervisory Production
Staff have to fullfil some projects as business
required, the allowance policy will be
applied.

4. For Casual Staff :

As of the characteristic of casual job, therefore,
the 40hrs/w will not be applicable, the wage will
be paid based on actual working day. OT will be
applied in following cases :

e if they work over normal hours on Working
Schedule.

e if they work on Weekly Day-off and Public
Holidays and will be paid as stipulated by the
Labour Code.

e All circumstances of OT work must be
requested/approved by Department Head’s
and stick the below procedure.

IV - PROCEDURE:

1. Staff who is eligible for the overtime (OT)
pay will be requested to submit to HR
Department the application of OT request
(form attach) which is approved by your
Department Head.

2. Calculation period of OT pay will be 20™. of
previous month to 20™. of current month.

3. Payment will be made in the pay date on each
25" per month.

1.

4.

Tiean ngoaei gide f66ic aup duing chz cho
nhaén viedn saiin xuait nedu thoiia cauc fieau
kieiin sau :
e Chouc vui dodui caap giaum saut.
e Mouc 166ng théic ladonh déoui VND
4,000,000
e Nooic Trodiing phoeng yedu caiu

TieAn ngoaei giée khoing aup duing cho
nhain vieAn vaén phoeng vae nhain viedn
safin xuaat 61l caap giaum saut tréi leAn. Tuy
nhiein, neau Trodéing phoeng yedu caau
nhain vieAn vaén phoeng vae nhain viedn
giaum saut sailin xuaat lasm vieéic vago nhodng
ngaey nghze do coing ty qui fionh, nghz haeng
tuaan hoaéc ngaey led, nhain viein sed fo6ic
nghze bue vaso nh6dng ngaey khatic cou cueng
thoei 166ing vae phaiii i66ic s6i chadp thuain
cuiia Tro6iling phoong.

Nedu nhadn viein vaén phoeng hoaéc nhain
viedn SX caap giaum saut troi leAn caan théic

hiein moét sod doi aun theo yedu caau kinh
doanh, sed aup duing chea fioéi phui caap.

Noai voui nhaan viean thoei vui :

Do coéng vieic cou tinh théei vui nein chea fiod
tuaan laem vieic 40 gidoe khoing aup duing cho
fodi tooing naey, viedc thanh toaun tieAn coing
doéia vaeo soa ngaey laem vieédc théic thui . Tiean
ngoaei giobe fodic aup duing trong nhéong trodong
hoip sau :

neau lagm viedc ngoaei gioe theo thoei biedu
laem vieédc binh thé6eng.

neiau lasm viedc vaso nhuéng ngaey nghze
haeng tuaan hoaéc nhédong ngaey led chinh
thouc vae sed fi66ic thanh toaun theo qui fionh
cuiia Luait Lao Noing

Taat cai nhodng tr6deng héip laesm ngoaei
gioes feau phailii f6d6ic yedu caau / chaap
thuain cuiia Tr66{ing boé phaén vae theo thuil
tuic sau.

IV THUU TUiC

1.

Nhain vieAn f6dic trali tiean ngoaei gide
phaiii golii yedu caau thanh toaun cou soi
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4. Calculation of OT : (currency : VND )
For permanent staff :

e Total working day / month : 22 days
stipulated by ABC

e Total working day / month : 26 days | 3.

stipulated by Social Insurance

Net monthly salary 4.
e Hourly rate = =A
22 x 8
For casual staff
Daily wage °
e Hour rate =
g
°

e OT pay on scheduled working day & on
Scheduled Day-off———
OT hourx Ax 1.5

chaap thuain cufia Trooiing phoeng vea
phoeng nhain s6i ( theo maau)

Thoei gian noip toe 20™. thaung tréduc cho
fiean 20", thaung hiein haenh.

Vieic thanh toaun sed thoic hieéin cueng ngaey
traii 166ng vaeo 25", modi thaung.

Tiean ngoaei gide f66ic tinh toaun nhé sau
(VND)

Noai voui nhain viean chinh thouc :

Toang soa ngaey lasm vieic trong thaung : 22
ngaey theo ABC qui fionh.

Toang soa ngaey laem vieac trong thaung : 26
ngaey theo Baiio hieAm XH qui iomh

Lo6ng thoic 1aénh

e Loong gide = = A
e OT pay on Weekly Day-off & Public 22 x 8
Holidays :
OT hour x A x 2 Noai voui nhain viean thoei vui
Lo6ng ngaey
5. Any application of OT request which is not e Loong gibe =
adhered to the above procedure, will not be paid. 8
e Tiean ngoai gidoe cho théei biedu lasm viedc
V DOCUMENTATION binh th66eng & thoei bieiu nghze do ABC qui
Overtime payment request fonh:
So4 gide x Loong gioe x 1.5
o Tiean ngoaei gide cho thoei biedu nghze haeng
tuaan vae nghee led :
Soa gioe x Loong gide x 2
5. Taat caii calic yedu caau khoing theo fiuuing

thui tuic trein sed khoing ii66ic thanh toaun.

V TAQI LIEAU
Madu yedu caau traii ngoai gioe
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